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BUDGET AND ACCOUNTI NG ADM NI STRATOR

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible adm nistrative
position in the fire departnment, the primary duties and
responsibilities of which are preparing the fire departnent’s
budget, estimting costs in all areas, and preparing and
subm tting projection reports. The enployee of this class
approves all departnent expenditures and serves as a liaison
between the city Finance Departnment and the Fire Departnment.
| ncunbent perforns routine duties independently, reporting to
and having work reviewed by the Fire Chief.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be |ogqical
assignnents to this class.

Assists the Fire Chief in the preparation of the departmental
operating budget by gathering information, and conpiling and
organi zing data to be used in preparing the departnment budget.
Estimates costs in all areas of the fire departnment, including
sal aries; pronotions and pay raises; overtinme pay; benefits;
cl ot hing; departnent divisional supplies; fire station supplies;
fuel costs; maintenance; new equi pnent and tools; equi pment
repairs building maintenance and repairs; and new buil ding
construction costs. Prepares and submts projection reports on
forecasted estimate of costs to the Finance Departnent. Submts
recomrendat i ons and devel ops cost objectives concerning future
fundi ng needs of fire departnent, rangi ng fromadvice on funding
construction projects to the hiring of fire personnel. Serves
as a |liaison between the city Finance Department and the Fire
Department working to solve discrepancies in the departnment’s
budget and financial records.

Revi ews and approves all departnment expenditures and conpares to
operati ng budget to ensure that departnmental guidelines are net.
Reports budget discrepancies and recomrends solutions to the
Fire Chief. Mai ntains the property tax fund, special funds,
capital inprovement fund, and the general operating capita
fund. Reconciles all funds in the operating budget and reports
bal ance of such funds to the Fire Chief. Mai nt ai ns accounts
payabl e by verifying that checks are deposited to the correct
account and recorded properly. Mai nt ai ns | edgers and ensures
that such are reconcil ed.

Conmmuni cates with vendors in order to establish charge accounts,
research costs, order supplies, and reconcile invoices. Makes
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reconmendati ons on purchases. Orders departnment supplies in
accordance with departnental procedures.

Tracks expenditures fromthe grant fund and ensures grant noney
is used to procure the particular itenms designated by grant.
Ensures that matching funds exist. Submts financial paperwork
concerning grants to the city Finance Departnent. Reports al
avail able funds to the Fire Chief.

St udi es new and existing | aws for budget or purchasing purposes.
Tracks legislation that may affect the budget and recommends
costs objectives for short and | ong-term goals. Devel ops new
accounting policies and procedures and submts recomendati ons
to the Fire Chief.

Provi des general supervision to Fire Records Cl erks assigned to
t he Budget and Accounting Adm ni strator by assigning work duties
and schedul es. Provides assistance to the incunbents in these
positions in technical areas of work. Provi des on-the-job
training to new enployees in procedures as needed. Hol ds
regular meetings with Special Services Division in order to
verify forms and docunentati on on expenditures. Meets with all
di vi si on supervisors to gather informati on as needed. Serves as
a |liaison between the to other fire departnment divisions, and
with outside agencies as directed. Attends neetings, sem nars,
and conferences as directed.

Mai nt ai ns conputer and hard copy files, such as invoices;
personnel records of payroll; |l eave tinme; overtime reports; fire
departnment buil dings; grants; and federal disaster files. Wites
correspondence relating to budgetary needs and submits with the
operating budget. Wites menps in response to payroll questions
received by fire departnment personnel such as | eave bal ances and
wor kman’ s conpensation clainms. Prepares or reviews charts and
spreadsheets relating to the budget including past budgets and
proj ect ed expenditures.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be met by the filing deadline for application for adnmission to
the test.

Must meet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physi cal
fitness sufficient to perform the essential duties of the
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position, with or w thout accommodati on.

Must present docunentation indicating, at a mninmum that the
appl i cant has nmet the mnimum high school graduati on
requirenents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nmust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

MUST MEET ONE OF THE FOLLOW NG

Must have a Bachelor’s Degree in accounting and at |east three
(3) years in progressively responsible positions involving
accounting or budgeting work.

OR

Must have at l|least ten (10) years in progressively responsible
positions involving accounting or budgeting work with a ful
time paid fire departnment.
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